
Cheat Sheet: File Naming 
 

Summarizes the File Naming Conventions SOP updated:  08-29-2006  

• File names should be descriptive, readable and easily understood. File names should not 
include the style number or project number; that information should be typed into the metadata.  
Please include this information (if applicable), in this sequence, separated by spaces: 
 
CLASS   DESCRIPTION   THEME   DIMENSIONS   COLOR   REVISION 
(Only the first two are required, use the others only if they apply.) 
 
Here are some example file names: 
PD AccessoryKit Picnic green.ai 
PD MockBorders 8.5x11 r03.ai 
PD PunchArt Floral Pastel r01.ai   (The filename extension “.ai” is added automatically) 
 
For the “Class” designation, select one of the following two-letter codes: 
PD (product)    PR (promotional sell sheets, posters, magazine ads) 
PK (packaging)   SG (signage) 
DL (dielines)    RF (references) 
IN  (user instructions, Idea Sheets) PL (Planogram images)  
 
Use decimals, not fractions (8.5x11, not 8 1/2). Dimensions are inches unless otherwise 
specified (for example, add “ft” for feet: 3ftx5ft). Use a lower-case r to specify a revision (r03). 
 

• Use the File Info window in Illustrator and Photoshop to store more detailed info (such as project 
numbers, style numbers, customer names, the project name, etc.). The information you store in 
the File Info window is called metadata. 
 
You can search the metadata embedded in art files by using Adobe’s Bridge application (see 
the full File Naming Conventions SOP for more information).   
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Name for project 
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1.0 PURPOSE 

To define standard procedures for the naming of digital art files, as well as procedures for 
embedding relevant metadata. 

 

2.0 SCOPE 
Affects the creation and modification of digital art files within the Creative Services department. 
The goal of this SOP is to assure that all artists and freelancers working on projects for 
Creativity, Inc. will create digital documents that can be easily located and identified. 

 

3.0 REASON FOR CHANGE 
Updated to change sequence of descriptive information (to put COLOR after DIMENSIONS). 

 

4.0 DEFINITIONS 
Metadata – Information about a digital document that is stored inside the file. Adobe has 
pioneered the use of metadata in graphics files (created by programs such as Illustrator and 
Photoshop), using a new specification that it calls XMP (an acronym for eXtensible Metadata 
Platform). 

 
5.0 REFERENCES 

Adobe’s XMP website: http://www.adobe.com/products/xmp/overview.html 

 
6.0 WORK INSTRUCTION 
  
 To name a new file, or rename an existing file: 
 

1. The basic guideline to remember is that file names should be descriptive, readable and 
easily understood, while metadata can contain more detailed info (such as project numbers, 
style numbers, customer names, the name of the project this item was developed for, etc.).  
 

2. When saving the “main” Illustrator document (or in some cases, the main Photoshop 
document), you must first decide what type of document you’re creating before you name 
the file. Each filename must begin with a two-letter code that represents the classification 
of file. Please note: the following list is for the “main file,” not the individual graphics that 
make up the artwork! 
 
Choose one classification code from the following list: 
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CLASS CODES:  
PD (product) 
PK (packaging) 
DL (dielines) 
IN  (user instructions, “Idea Sheets”) 
PR (promotional sell sheets, posters, flyers, magazine ads) 
SG (signage) 
RF (references) 
PL (Planogram images)  

3. Type a “space” after the two-letter classification code, then type a very short description of 
the project. (You can put more detailed info in the metadata panels.) If the description is 2 
words, run the words together with no spaces. Examples include: PunchArt, MemoryAlbum 

4. Type a space, then enter a short description of the theme (if appropriate). Examples 
include: Picnic, Baby, Family  

5. Type a space, then enter the dimensions or size (if appropriate). Use decimals, don’t try to 
spell out a fraction (use 8.5, not 8 1/2). Measurements are assumed to be inches; add “ft” if 
you’re specifying feet. Examples: 8.5x11 or 3ftx5ft  

6. Type a space, then enter the color (if appropriate) There is no need to specify a color 
unless you have multiple files that are only differentiated by color. 

7. If you are making changes to an existing file, enter a space then a lower-case letter “r” 
followed by a number to specify the revision. Examples: r01, r02, etc.  
*Note: Do not put a revision code onto a brand-new document; “r01” means the first revision 
to a file, not the first version! 
 
The sequence of terminology is: 
CLASS   DESCRIPTION   THEME   DIMENSIONS COLOR   REVISION 
 
Examples of complete file names for a newly revised document: 
PD AccessoryKit Picnic.ai 
PD Borders 8.5x11 r03.ai 
PD PunchArt Floral Pastel r01.ai   (The filename extension “.ai” is added automatically) 

8. When creating file and folder names, please AVOID using any of these characters:  
:  ;  " , ?  [  ]  /  \  =  +  <  > 

Only the ; (colon) is illegal for Mac users, but the other characters may cause problems 
sharing your assets with Windows and UNIX computer systems. 
 
Also avoid using periods in your file and folder names (and never begin your file or folder 
name with a period!). Keep in mind that Mac OS X is now dependent on filename 
extensions, just like Windows. The Mac operating system can “hide” the extension for you, 
but it is possible to confuse the OS with something that looks like an extension, such as:  
     PD Borders 12x12.new   Example of something you don’t want to do! 
This could potentially create a file that doesn’t automatically open with Illustrator when 
double-clicked, it might instead make the OS look for an application that is supposed to 
open files of the type “.new” (a problem, because there isn’t one).  
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9. When saving the final art for the printshop,  
please adjust these two settings in Illustrator:  
1) Set the “font subsetting” to 0%  
(zero percent) so that no subsetting occurs 
2) Choose the “PDF compatible” file format 
 

10. As you can see from the examples shown in  
step 7, these file names do not include the  
style number or project number. That information  
should be typed into the metadata.  
 
Here’s how: using Illustrator or Photoshop with  
a document open, simply choose File>File Info  
to enter, modify or just view a document’s metadata. 
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11. Once this information is entered into the File Info window, it becomes part of the file’s 
embedded metadata and can then be searched using the Find window in Adobe Bridge: 

 
 
 
 
Bridge is not the fastest  
search engine in the  
world (yet – CS3 will be  
faster!), but carefully  
choosing which folders  
you want to search can 
make a big difference. 
(For instance, avoid 
including your stored 
email messages, since 
that’s likely to be thousands of individual files. The speed of Bridge searches depends upon 
the total number of files being searched, not the size of the files.) 

12. Once the file you’re looking for appears in the Find Results window, you can click on the 
file’s icon in the right-hand side of the window then drag it to another folder (or your 
Desktop) to move the file; hold down the option key while dragging to make a copy in the 
new location.  

 

7.0 FLOWCHART 
N/A 

 
8.0 APPENDIX/FORMS 

N/A 

 
9.0 DISTRIBUTION 
 

Creative Services Department 

 

 

 


